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1. m&mmwmmnmmmmmmm
BATURDAY COVERAGE

Cadle traffic received in the Agency aftar close of busipess the Tre-
vicus day is required to be sorted end awaileble for Btaff rersonpel before
the beginning of business sach day. To perfors this 4ask the Chief of ithe

(G8-9) reports sach morning ot 0630 and the (GS5-6) clerk who 1s
assigned to exbles during the day arrives st 0730, The mmber of cables for
this imitial sort is about 200. The sorting task requires about one hour
tc complete. (themummum;mmammm
stauping with a rubber stawp C/VE on the copy desigmated for the Chtet/VH.

" The stawp 54ds pothing to the cable apd appesrs to serve no useful purpose.)

gervice on Saturday 1e required from 0830 to 1230. The last plckup
and delivery of csbles is msde st 1200, The [ ]4oes not service the
WE Division after 1200. After that time, sta?f wenbers hamd carry to the
Cable Secretarist sny cutgoing cebles they night heve. Three
personpel have been reporting for duty on Ssturdeys at OT00 snd and
working wntil 1500 emd 1700. During the four week pey period stuldl 33
hammm'ummmm&m”ataemtdm&. p

stulted during this survey have ome or two persons eover the
on Ssturday Tor a five-hour period. Tais duty is rotated smong

the eable amalysis. _

[ | personnel stated that the work they performed on Saturdsy
afternoons was:
[ worked on her erypto and pseudo cards,
[ | processed the nomaceountable materisls,
| |dces work mot completed on Fridsy, such
as logging dispatches, noting subject oo back of
Top Seeret IBM control cards sod hond csrries.

mmm%ﬁwm:mmmamsﬂw~mauM~
ule on Ssturday with the services of the GE-5 end g8-6 elerks (if two perscns
are ragquired to cover the , the 181 hours at a cost of $726 conld be
reduced to 80 hours st s cost of $275 for a like yericd. Perhaps, s stuly
of work reguivesents for Ssturdsy would be bepeficisl to deteraine actusl
coverage meeded.

Other [ | reported that persoms reporting eerly each dsy leave

sarly--no overtime required. With its cwrrent dsily workloed, such an
arrangevent appesrs feasidble for the WH
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‘2. THAT THE TYPING OF CABLE 1LOGS8 BE DISCONTINUED AND THE PROCETURES

FCR CONTROLLING CABLES BE REVISED.

One clerk is responsible for logging, dlstributing, end sorting cables
for filing. Csbles are logged ard a chrono copy filed by stat tation
punber, except Rybat and Eapok which are not waintained by the

Avout 60% of olerk's time is spent yreparing logs for esbles. lLogging
is dooe by typing the following information: : ‘
on iosoming.-- _ °

Station and Nusher I8 mmber Subject Where sent for

{usually one ection
long line)
on outgoing--
Station to vhieh Sub ject Origimator (end office

going 1f not frou WE)

Requests for cables are ususlly by IN or DIR musber. In order to re-
trieve 2 cable the log wust be chacked to determine satation and station
mugber. Ino scee instances reguests sre made by station and station number.

_Of the four[ = |checked only WH prepares z log. Other
[ 1 file csdles by IN musber sad DIR mumbers. These sre resdily Ioes
for reference purposes. If the IX or DIR nuwber is not known the other
[ 4o not besitete to call the Cable SBecretariat vhere the infor-
wation is on file. Distribution of the action copy of the cable ia recorfed
on the chrono eopy maintained by these registries. The chrono coples suf-
Tice for control purpcees.

WH should convert its file system to the chronmological method and
discontinue typing a detalled log for o cross reference. During the interiwm
period, until sll persons are schooled in requesting cables by IN or DIR
watber the [ | msy f£ind the use of Fore 801, copy sttached, helpful for
eross refereneing the station and the station mmber enly. Within s short
period this fore should zlso be discontinued.

Maintaining cables iIn chronclogicsl order would eliminste the typing
of logs, bresking down cadles by station for f1ling in individusl follers
for each of the tations and coases, expedite proceasing of cables, and
free for cther duties, st lesst, 308 of ome clerk's time now svent on
tyying logs.
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SLORE
UZ NAXTNG AND KEXPTRG 10GS FOR OUTGOING DISPATCHES (v A¥XD 5°8)

Ome clerk spenis 653 of his day logging outgoing dispetches. This
sction appears t0 serve ao purpose dut to delay tiw routing of the dis-
patch to the RI) |

w's (Operationnl outgoing) are controlled on Form 311 by recording the
dispatch muber, origimator, date typed, muber of coples, sttachoents,
brief subject topic, snd date dispateh sent. O3 Rybet all but the subject
in sptersd on the log. This imformmtion is also mainmtained st the brench
level.

8's (adwinistrative outgoing) are comtrolled on Yorm 59-140 Dispeteh
Busbar Comtrol Sheet by recording only the date the dispatoh leaves the
Division. A copy i1s slso retsined Dy the [ | Seldom, if ever, is
there a nsed to refer to these logs.

The other| | studied &o not sontrol cutgoing dispatches. They

rely on the ehromo-copy, if kept, or on the log record maintained by RI.

In addition to logging, the clerk reviews the cutgoing disyateh to
deteraive if corrvect muwbder of coples is attached, iIf dispateh has been
sesn by a1l persons listed on the routing sheet, checks to see if properly
sigmd off, ste. On sowe operationsl dispetches he salso dates, envelopes,
sesls st hand cerries o RI[  |for checking. RI then sends on to D&P for
pouching. Determinetion as to whether 4ispatoh is in proper order sppears
to be n wissssignment of responsidilities. ZBlimimating this responsibility
and the mecessity of logging cutgoing dispatches would free this clerk for
other duties. Ferbaps the processing of somsccountsble wmaterisls, now be-
ing done on Saturdsys could be assigned to this clerk.
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L. THAT THRE CHRONO COPIRE OF T DISPATCHES BE DISPENSED WITH AND THE

e _  lis wmsintaining e chromo copy of all edmimistrative T
d&1spatches, ss well as, meking abstracts on vhich the subject is briefed
sufficiently to give ons the gist of the confy of the dlspeteh. If
sufficient copies of s dfspatech sre pot recétved the eontrol clerk wakes
# thermofax eopy Tor Mer files. About ten a day are reproduced.

Tae [ |elso records on the abstract the branch or desk to which
the 4ispatch is being referred for zetion. No further follow up esction
is dooe by the [ | The ohronc copies snd the sbatracts sre being re-
toined in the[  |for two years.

Agcording to the Recorda Control Schedule preparsd for the C8 Bup-
port Btaffs in 1960, chromc coples of dispatches are suthorized for
destruction after six months. If the primery reason for keeping the
shetracts is to be able to tell vhers the sction copy was sent then the
abstract would suffice fer:kmrwum

Discontimuing the waintenance of chrone coples would permit the[ |
[ to dispose of six cubic feet of immctive dispatehss, sliminate the
need for bresking down for filing the coples of T dispatches In station
£ile [ [bresks) emd permit utilisetion of clerk's time for other duties.

5, THAT PORM Lih ABS'TRACT FIIE mmﬂmmmwmﬂm

Form 4hd 1s an B-part NCR form which costs $35.51 per M. Form 4kh

48 the ssme Tormat but a ope-pert continuous form costing $58.70 per M.

When a 2lapateh is baing recorded the comtrol elerk tears off ome
part of the S-part form apd types up the adstract. For each sdditiomsl
dispateh another part of the 8.part form is used. Since only one copy of
an shetract is wade, the continmuous Forw bhh, copy attached, would pre-
clude the need Tor inserting in-the typewriter s 3Ix5 form fur each
dispateh, would be easier to bhandle in the typewriter, would speed up the
tyving operation, snd vould be less expensive to procure and to use.
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